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PURPOSE:
The primary purpose of the Budget Monitoring Process is to monitor the issuance
of the operating expenses intended for the operations of the corporation and ensure that

within the budget.

LEVEL:
Corporate Finance Officer, Controller, Budget & Cost Manager, Budget & Cost
Supervisor, Cost Researcher, Budget Staff, Budget Holder

DEFINITION OF TERM:
Budget Monitoring Process- is a process of monitoring the operating expenses of
the budget holders by providing a running budget balance to support all
requisitions before submitting to the Management for approval.

POLICY:
1. Itis the policy of the management that the requisition of all operating expenses of
the budget holder shall pass first to the Budget & Cost Department for checking
and monitoring of the budget prior to approval.

2. To ensure that the requested operating expense of the budget holder is within the
budget.

3. To ensure that the requested operating expense of the budget holder is related to
the operations of the corporation.

4. In cases wherein the requested operating expense of the budget holder exceeded
the budget, an approval from the Management is required.
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PURPOSE:

This is to establish a documented procedure on the budget monitoring process by

the hospital.

SCOPE:

Applies to all Budget and Cost Section Staff of Dr. Pablo O. Torre Memorial

Hospital (DPOTMH)

PERSON RESPONSIBLE:

Budget Holder, Budget Staff, Budget & Cost Manager, Chief Finance Officer

PROCEDURE:

1.

The Budget Holder submits his/her requisition slip to the Budget & Cost
Department.

The Budget Staff receives the requisition slip, stamps it with date receive and
encodes the budget balance to its corresponding expense account.

The Budget Staff forwards the requisition of the budget holder to the Budget &
Cost Manager.

The Budget & Cost Manager then, reviews and checks the computation and
balances of the budget. In the event that the requested operating expense exceeds
the budget;

The Budget & Cost Manager returns the requisition slip to the budget holder. In
turn, the budget holder writes a letter to the Management and to be noted by
his/her Division Head to ask for an approval.

The Budget & Cost Manager signs the requisition slip and then,

The Budget Staff makes the transmittal slip for the requisition to be returned to the
budget holder.
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1. Submits his/her requisition slip to the Budget &
Budget Holder
Cost Department.
2. Receives the requisition slip, stamps it with date
receive and encodes the budget balance to its
corresponding expense account. Budget Staff

3. Forwards the requisition of the budget holder to
the Budget & Cost Manager.

4. Reviews and checks the computation and
balances of the budget.

5. Returns the requisition slip to the budget holder.
In turn, the budget holder writes a letter to the Budget & Cost Manager
Management and to be noted by his/her Division
Head to ask for an approval.

6. Signs the requisition slip.

7. Makes the transmittal slip for the requisition to be

Budget Staff
returned to the budget holder. SEBr
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Submits the requisition slip to the Budget & Cost
Department
v
Receives the requisition slip, stamps with the
date it was received and encodes the budget
balance to its corresponding expense account

¥

Forwards the requisition of the budget holder to
the Budget & Cost Manager

v
Reviews and checks the computation and
balances of the budget

.

Retumns the requisition slip to the budget holder.
In turn, the budget holder writes a letter to the
Management (noted by the Division Head) to ask
for approval

5
Signs the Requisition slip
Y
Makes the transmittal slip for the requisition to

be returned to the budget holder
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